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Before You Begin
e You will need to know your Supplier ID and Tax Identification Number to begin the registration
steps.
e When registering a new user, please note that all users will have the ability to update supplier
contact and address information as well as view information such as purchase orders, receipts and
payments.

Submit Your Profile Information for Approval

Follow the steps below to submit your profile information for approval:

Step | Action
1. | Navigate to the eSupplier website: https://esupregistration.hctx.net and select the
Registration tile.

Welcome Contact
Solicitations Supplier FAQ Instructions | Regisfration
° ]
" iy @ ORACLE
f \i @ PEOPLESOFT

Please note that the tile display may differ based on Internet browsers. Different browsers
display the tiles differently.
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2. | On the Register New User Accounts screen, enter your Supplier ID and Tax Identification
Number.
Supplier List

*Supplier ID Tax Identification Number

Add

3. | If your Supplier ID and Tax Identification Number are valid, continue filling out the User Account
Information, click the box to agree to the Terms and Conditions and click the Submit button.

User Account Information (@

First Name
Last Name
Description
* Email ID
Language Code English -
Time Zone Q

Currency Code usb Q

Terms and Conditions

IMlake sure you read terms of agreement fully before submitting your registration.

[ Click to accept the Terms of Agreement below.

Terms of Agreement

4. | You will receive a pop-up notification that your profile has been submitted for approval. Click
OK.

Mew User Profile has been submitted for Approval
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5. | You will also receive an email from ‘noreply-registration@hctx.net’ with a subject line of ‘User
ID Registration’ confirming that your email associated with your Supplier ID has been
submitted.

6. | Once approved, you will receive an email from ‘noreply-registration@hctx.net’ with a subject of
‘User ID Registration’ letting you know that your request has been approved.

7. | You will then receive an email from Microsoft with additional authentication instructions. The
email will come from ‘Microsoft Invitations on behalf of Harris County’ with a subject line
‘Harris County invited you to access applications within their organization’. Click the Accept
Invitation link and then follow the on-screen instructions or refer to Complete Microsoft
Authentication information below.

Complete Microsoft Authentication

Before you can access the Supplier Portal, there is a onetime setup to create your account and set up your
authentication method.

Follow the steps below to complete the Microsoft Authentication.

Step | Action
1. | In the Microsoft invitation email, click on the Accept Invitation link.

Harris County invited you to access applications within their organization & B

Inhoa =

Micrasoft Invitations en behalfl of Harris County «nvies gmicionsft come AU PM(T Bour ngel fT
1 M -

0 Please oaly act on this eqmal if you Trust the onganiallon represeited balaw, In rare cases, irndevidy als Ty fecenv
Treudulent invitations from bad sctors pesing as legitimate companies. If you were not expecting this mvitation, proceed
wilh Caubin

Jrganization: Harris County
Domain: hetg onmiciosaf com

H.you sccopt this insitation, you'l be sen1 10 e JbeToc-581b4477 acf7-

2. | If you do not already have an account, you will be prompted to create one. On the Create
account screen, click Next.
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B8 Microsoft

Create account

Looks like you don't have an account with us. We'll
create one for you using

EE

3. | Onthe Create a password screen, enter a password and click Next. This will be the password
you will use to access the Harris County Supplier Portal.

BY Microsoft

v T —
Create a password

Enter the password you would like to use with your
account.

|:| Show password

4. | On the Create account screen, enter the information requested and click Next.

B Microsoft
C ST
Create account

We need just a little maore info 10 58t up your
account, Your date of birth helps us to provide you
with age-appropriate settings.

Country/region

United States w

Birthdate
Maonth v Day w Year
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5. | You will receive an email with a code. On the Verify email screen, enter the code, uncheck the
box about Microsoft offers, and click Next.

BR Microsoft

< CEEERRy—

Verify email

Enter the code we sent to S RIS If
you didn't get the email, check your junk folder or

try again.

'Enter code

|j | would like information, tips, and offers about
Microsoft products and services.

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cockies statement.

Next

6. | On the Create account screen, you will be prompted to solve a puzzle. Click Next to get the
puzzle screen. Solve the puzzle and click Next again.

B2 Microsoft -
=
Create account

Madse wolve the purzie 10 we knonw you'ne

nat a rabot

7. | On the Review permissions screen, review the information and click the Accept button.
B Microsoft

[e==sanmm ]
Review permissions

H Harris County hctx.onmicrosoft.com

This resource is not shared by Microsoft.
The organization Harris County would like to:

~ Signyouin
~ Read your name, email address, and photo

You should only accept if you trust Harris County. By accepting,
you allow this organization to access and process your data o
create, control, and administer an account according to their
policies, Harris County has not provided a link to their
privacy statement for you to review. Harris County may log
information about your access. You can remaove these
permissions at
https//myapps.microsoft.com/hcbeonmicrosoft.com

8. | You will be prompted for more information to keep your account secure. Click Next.
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BT Microsoft

More information required

Your organization needs more information to keep
YOUr account secure

Use a different account

Learm mode

9. | On the Microsoft Authenticator screen, you can set up authentication by 1) downloading the
app or 2) selecting to use another method to authenticate by phone. Select the option you
prefer and follow the on-screen prompts to set up your authentication.

Keep your account secure

Your organization requines you 1o set up the following methods of proving who you ae

Microsoft Authenticator

Start by getting the app
i~
o Onvyour phane, install the Micrasolt Authenticator app. Downlooad no
Adter yous lvstall the Microsolt Authenticatos app on your divice, choase "N
-
| want to u=e o diterent authenticator app

Your registration and authentication is now complete. You can access the Harris County
Supplier Portal using your registered email address and password.

Accessing the Harris County Supplier Portal

Once you have completed the initial setup, use the link below to access the Harris County Supplier Portal
and log in using your registered email address and password.

https://stars-esupplier.hctx.net

Getting Help

If you have any questions, please call Harris County Purchasing at 713-274-4400 or email
PSSuppliersRegistrat@pur.hctx.net
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